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Position Planning
• Position Planning involves determining which positions will be 

filled during the year, expected salary amounts, and required 
cost centers with correct funds center assignments.

• Position information will be extracted from AASIS into PBAS 
on March 28.

• Agency budget staff will not have to enter anything unless they 
are making a change to the Annual Operations Plan for the 
positions.

• The system allows changes for extra help positions.
• A Career Service report can be generated to locate and make 

adjustments to the plan for career service employees.
• Other salary related commitment items (5010006, 5010008) will 

be on the non-position planning screen.
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Reporting

• Two reports must be generated prior to beginning to work 
on your non-position budgeting.

• Generate the Annual Salary Projection Report (SALYPRJ) 
to identify the projected salary amounts.

• Generate the Career Service Report (CSRVPRJ) for the 
amount and timing of career service payments to 
employees. 
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After logging in, the PBAS Menu displays.  From the menu, select
STARTRPT > Annual Report Selection.
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Click on the arrow next to the Report ID box.  Click on SALYPRJ –
Salary Projection Report.  

Salary Projection Report
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Business Area, Version, and Fiscal Year are required fields.  In
addition, Cost Center, WBS Element, Fund and Funds Center may 
be entered.  (Ordering by business area, reports all funds centers.) 
Click Generate Report.

1A

2007
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Positions, Class, Clip Information, Grade, Employee names, Number 
of Positions, and Current and Projected Hourly Rate, and annual 
projected salaries are displayed by cost center.  The amounts will be 
distributed later as part of the budgeting process.

1A

2007
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If an employee is in the DROP plan for retirement, there will be an 
asterisk before that employee’s name.  Retirement is not calculated 
on these positions.

1A

2007
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EXERCISE

Display the Salary Projection (SALYPRJ) report for your training 
assigned business area.   View the report.  

What is the projected hourly rate for position (3)?  

HINT:  use the binoculars to 
search for the position 
number.
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Click on the arrow next to the Report ID box.  Click on CSRVPRJ –
Career Service Projection Report.  

Career Service Projection Report
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Business Area, Version, and Fiscal Year are required fields.  In
addition, Cost Center, WBS Element, Fund and Funds Center may 
be entered.   Click Generate Report.

1A

2007
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Positions, Employee Names, and the amounts and months of 
distribution of the career service payments are displayed.

7
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EXERCISE
Display the Career Service Projection (CSRVPRJ) report for your 
training assigned business area.   View the report.  

Click the Toggle Group Tree icon and expand one of the 
folders. folder.  Click on a cost center from the side bar.  What 
happened?

Toggle Group Tree
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2007



AASIS Support Center
February 2007

3-16

An AASIS Training Guide PBAS Position 06

Close the report to go back to the PBAS menu.  From the Annual 
menu, select HRPLANAN – Position Planning.

Working with the HRPLANAN—
Position Planning Screen
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The header allows you to narrow down the selection of the 
display.  

The display is where you will enter data and change 
positions.

Functions

Check boxes to view either extra 
help or career service only.career service only.
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EXERCISE
Clear the screen.   Enter your training assigned business area, 
Version 1A, FY 2007, and Position (4).  Press the enter key.  Scroll 
over and down to view the information on the lower part of the screen.

What is the Class Code  for Position number (4)?  

Screen Display

Columns displayed include Position, Class Code, Authorized Grade, 
Cost Center, WBS Element, Funds Center, Fund, Personnel Number, 
Cost Element, Commitment Item, Current Salary, Annual Operations
Plan (AOP) Salary, and Months.  
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1A

2007
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EXERCISE
Click the checkbox to display the extra help positions for your 
assigned business area.  Enter.

What is the Class code for the Extra Help Positions? 
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1A

2007
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To change the salary on a position in the Annual Operations Plan, 
locate the position and type in the new amount.

Changing the Salary

Type the position number to be changed on the Position selection.  
Press enter.

1A
2007
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The position displays.  Scroll over to view 
and change the AOP salary.

1A
2007
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Change the amount in the AOP Salary 
line.  Click save.

1A

2007
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Clicking save returns this message.  Click 
Yes to save the changes.
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The salary is changed.

1A

2007
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If the salary entered exceeds band 
IV, PBAS returns an error message.  
This must be corrected in order to 
save the change.

1A

2007



AASIS Support Center
February 2007

3-28

An AASIS Training Guide PBAS Position 06

EXERCISE
Enter your training assigned business area, Version 1A and Fiscal 
Year 2007.  Display position (5).  Increase the salary by $500. Save 
the changes.  Clear the screen and recall the position.

Was the salary changed?
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To change the months on a position, make a selection to display the 
position and then type in the new number of months.

Changing the Months

1A

2007
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Change the number of months and click save.

1A

2007
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1A

Click yes 
to save.

2007
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When the months are changed without adjusting the salary, the 
system will return an error message.  The salary must be adjusted 
for the number of months the position is budgeted.

1A

2007
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To get rid of the error message, recall the position and change the 
salary.  Save the changes.

1A

2007
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The position is changed.

1A

2007
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EXERCISE
Clear the screen.   Enter your training assigned business area, 
Version 1A, FY 2007, and position (6).  Press enter. Change the 
months from 12 to 6.  Don’t change the salary.  Click save.

What is the AOP Salary?  Did the system allow you to save 
your changes?

Re-enter the position number to clear the error message.  This time, 
change the number of months to 6 and put in half the salary.  Save.

Did you get an error message?
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If a position will not be budgeted in your Annual Plan, display the 
position and change the salary and number of months to zero.

Zeroing Out a Position

Make a selection to display the position to be zeroed out.  Press 
enter.

1A

2007
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The position is displayed.  Scroll over to view the salary and months.

The salary and months are displayed.  Change the AOP Salary and 
months to zeros.
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After changing the salary and months to zeros, click the save icon.       
Click yes when the box pops up.

1A
2007
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To confirm that the change was saved, clear the screen          
and recall the position.  It should be displayed with zero AOP
salary and zero months.

1A
2007



AASIS Support Center
February 2007

3-40

An AASIS Training Guide PBAS Position 06

EXERCISE
Enter your training assigned business area, Version 1A, and Fiscal 
Year 2007.  Display position (7), and change the AOP salary and 
months to zero.  Save the changes.  Clear the screen and recall the 
position.

The AOP and months for the position should both be 0.

Troubleshooting:  If the amounts are not zero, did you save your
change?  Did you recall the correct position?
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Click the career service box to view and change the career service 
amounts for positions.

Career Service

Make a selection to display the positions to be viewed.  Click the 
Career Service box.  Enter.

1A

2007
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The career service will be displayed by position in the AOP Salary
column.  

To change, click on the AOP Salary for the position to be changed.  
Change the career service amount and save.
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EXERCISE
Enter your training assigned business area, Version 1A, and Fiscal 
Year 2007.  Display position (8), and change the AOP salary for 
career service to $600.  Save the changes.  Clear the screen and
recall the position with the career service box checked.

The AOP amount should be $600.
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Career service amounts are changed.

2007
1A
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Click the Extra Help box to view and change the Extra Help amounts 
for positions.

Extra Help

Make a selection to display the positions to be viewed.  Click the Extra 
Help box.  Enter.

1A

2007
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The extra help positions are displayed.  Scroll over to view the salary 
amounts.

1A

2007
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For extra help, the total authorized amount for extra help for the 
funds center can be budgeted to one position.  The number of 
months for each position must be equal to 12.  The AOP Salary may 
be changed, but the number of months cannot be changed on this 
screen.

1A

2007
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To change the amount, enter the new AOP Salary and save.

1A

2007
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EXERCISE
Enter your training assigned business area, Version 1A, and Fiscal 
Year 2007.  Display the extra help positions and increase the budget 
by $5,000.  Save the change.

Recall the positions.  The AOP amount should be increased 
by $5,000.
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Adjustments to Cost Centers and 
WBS Elements

• Possible adjustments to cost centers and WBS 
elements for positions include cost distribution, 
removal of cost distribution, and changing the cost 
center/ WBS element.

• Note that most agencies will be dealing with cost 
centers only; currently positions are not budgeted 
with WBS elements.
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Cost distribution allows you to budget a position in more than one cost 
center.  

Cost Distribution

FY 06 Cost distribution changes in your Annual Operations Plan will 
not be effective in AASIS until the positions are changed in the HR 
area of AASIS.
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Make a data selection to display the position(s) for which cost 
distribution is desired.  Make sure that the salary is correct before 
distributing the cost.

1A

2007
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Select the position by clicking the gray box next to it.  When 
selected, the position will be highlighted in blue.

1A

2007
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After selecting the 
position, click the Cost 
Distribution box.

1A

2007
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The cost distribution
pop-up box will display 
the position cost 
distribution data.  Make 
any desired changes to 
cost centers, WBS 
Elements, and months 
in the bottom of the 
pop-up box. 
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In this example, the 
position is budgeted in 
four different cost 
centers for three 
months each.  Click 
OK when finished 
making changes.
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After clicking OK, the position will be displayed in the selected cost 
centers for the number of months specified.
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Click the save icon          and click yes in the pop-up box to save 
the change.

1A

2007
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The system will not let 
you distribute costs for 
more or less than 
twelve months.
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EXERCISE
Enter your training assigned business area, Version 1A, and Fiscal 
Year 2007.  Display position (8), select it, and click cost distribution.  
Distribute the costs between two assigned cost centers A and B for 
six months each.  Save and recall the position.

The position should now appear twice in the display with the 
two cost centers for six months each.

Troubleshooting:  Did you change the months to equal a total of 12?  
Did you save the changes?
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In this scenario, the Annual Operations Plan shows more than one 
cost center for a position, but you now want to budget it in only one 
cost center.

Remove Cost Distribution
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Make a data selection to display the position(s) for which cost 
distribution is to be removed.

1A

2007
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Select the position by clicking the gray box next to its first 
line.  When selected, the line will be highlighted in blue.

1A

2007
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After selecting the 
position, click the cost 
distribution box.

1A
2007
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The cost distribution
pop-up box will display 
the position cost 
distribution data.  
Adjust the months 
value to zero in the 
cost object being 
removed.
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In this example, the 
cost distribution is 
being removed from 
cost center 206201 
and the position is 
being budgeted in its 
entirety to cost center 
383201. Click OK
when finished making 
changes.
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After clicking OK, the position will be displayed with the selected cost 
distribution changes.
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Click the save icon          and click yes in the pop-up box to save 
the change.

1A

2007
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After saving, the cost object that was zeroed out is removed, 
leaving the position displayed only once.

1A

2007
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EXERCISE
Using the position from the last exercise, remove the cost distribution 
by budgeting for twelve months to Cost Center A.  Save your 
changes.

The position should now appear only once in the display with 
one cost center for twelve months.



AASIS Support Center
February 2007

3-71

An AASIS Training Guide PBAS Position 06

In this scenario, one or more positions are budgeted in the Annual 
Operations Plan to one cost center and you want to change them to a 
different cost center.

Changing the Cost Center on a Position
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Make a data selection to display the position(s) for which the cost 
center is to be changed.  CAUTION:  All positions selected here 
will be changed.

1A

2007
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Unlike cost distribution, where one position could be selected, 
all positions listed in the bottom part of the screen will be 
changed.

1A
2007
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Click the Change Cost 
Center box.

1A
2007
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Type in the Cost Center and/or WBS Element that the 
positions will be budgeted against.  Click OK.
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After clicking OK, the positions will be displayed with the selected 
cost center change.  The fund change (if any) will not be displayed 
until the change is saved.

1A

2007
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Click the save icon          and click yes in the pop-up box to save 
the change.

1A

2007
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After saving, the new cost center and fund/funds center 
assignment is displayed for the positions.

1A

2007
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EXERCISE
Using the position from the last exercise, change the cost center to 
cost center B.  Save your changes.

Did the fund assignment change?  When would the fund 
assignment change be displayed?


